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V:AR  food  ADflifJISTRATION 
OFFICE  OF  DISTRIBUTION 
V'j  ashing  ton  25,  D,  C, 


October.  12/1944 


CIVILIAN  FOOD  REQUIRElffiNTS  BRANCH  MEMmNDUi/i  WO.- 3-10 


To: 


Regional  Directors 


From: 


V.illiam  C.  Ookey,  Chief 
Civilian  Food  Requirements  Bra; 


Subject:    Direct  Distribution  Reports 


General  Regional  Office  Responsibility.    Regional  Of f ices ' shaiy  submit 
to  the  '.Washington  Office  of  the  Civilian  Food  Requirements  Branch  monthly 
regional  reports  on  Form  FLA-541  (Revised),  vfhich  vdll  provide  informa- 
tion on  all  V  FA  commodities  received  and  distributed  vdthin  the  region 
during  the  month  covered  by  the  report  and  shall  include  the  number  of 
recipients  by  category  receiving  these  commodities.  • 

Distributing  Agency  Reports.     Distributing  Agencies  ■-shall- prepare  Form' 
FDA-541  (Revised)  and  submit  these  reports  to  the  District  Representative. 
Instructions  for  the  preparation  of  these  reports  by  Distributing 
Agencies  are  contained  in  a  separate  memorandum. 

District  Office  Reports.     District  Offices  shall  prepare  a  district 
summary  report  on  Form  FLa-541  (Revised),  v/hich  shall  be  a  consolida- 
tion of  the  reports  prepared  and  submitted  by  the  Distributing  Agencies. 
Prior  to  the  compilation  of  the  district  summary,  reports  submitted  by 
the  Distributing  Agencies  should  be  reviev^ed  for  any  irregularities  of 
distribution,  variance  from  prescribed  distribution  rates,  issuance  of 
commodities  to  unauthorized  groups,  and  any  errors  on  the  reports  should 
be  corrected.    All  matters  requiring  administrative  action  should  be 
called  to  the  attention  of  the  proper  authorities.     (If  it  is  more 
feasible  to  prepare  the  consolidated  district  reports  in  the  Regional 
Office,  the  Regional  Director  may  so  specify.    However,  all  Distributing 
Agency  reports  shall  be  revieved  by  the  District  Representative  before 
subm.issicn  to  the  Regional  Office. ) 

The  District  Office  shall  forv;ard  the  original  and  one  copy  of  the  con- 
solidated district  report  together  -■■ith  a  copy  of  each  of  the  reports 
submitted  by  the  Distributing  Agencies  to  the  Regional  Office  to  reach 
that  office  not  later  than  the  10th  of  the  month  foil owing  the  monthly 
period  covered  by  the  report. 

State  Reports,     '■■here  there  ai'e  tro  or  more  districts  within  a  State, 


the  Regional  Office  shall  summarize  and  com.oile  a  State  Report  on  Form 
FDA-541  (Revised). 


Regional  Office  Reports.    The  Regional  Office  shall  prepare  a  regional 
suiTirnary  on  Form  FLA-541  (Revised.)  from  the  consolidated  district  and 
State  reports*    The  original  of  the  Regional  report  and  copies  of  the 
District  and  State  reports  shall  be  forv/arded  tn  the  Civilian  Food 
Requirements  Branch,  Office  of  Distribution,  ";iar  Food  Ad-ainistration, 
V.ashington  25,.  D,  C,  not  later  than  the  15th  of  the  month  folloving 
the  monthJ.y  period  covered  hj  the  report.     One  copy  of  each  State  report 
shall  be  submitted  to  the  Regional  Finance  Office  for  use  in  program 
accounting- •  •      .    .    .  . 

All  units  shall  be  converted  to  pounds  in  compiling -regional  reports. 
A  cross  total  Column  in  units- of  pounds  for  lines  1  through  9  shall  be 
entered  on  each  regional  report.     These  totals  shall  be  placed  in  the 
column  following  the  last  commodity  reported.     Gonversidn  factofs  to 
be  used  shall  be  those  given  in  the  table,  "Conversion  Factors  and 
Tveights  and  Measures  for  Agricultural  Commodities  and  Their  Products" 
Section  B,  December  1943.     It  shall  be  rioted  that  this  table  is  not  to 
be  used  when  actual  -net  weights  are  available.     Conversion'  factors  for 
items' not  listed  m&y  be.- obtained  by  request  from  the  V^gshington  Office. 

The  Regional  Office -shall  furnish  the  District  Offices  i.'ath  a  sufficient 
supply  of  Forms  FLA~541  (Revised)  to  meet  the  requirements  of  the  District 
Office  and  the    Distributing  Agencies  within  the  district  for  the  prepara- 
tion of  this  report. 
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